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CASTLEFORD PARK JUNIOR ACADEMY 

EDUCATIONAL VISITS POLICY 

Rationale 

At Castleford Park Junior Academy we strive to ensure that our pupils are given every opportunity to experience the 

geography, history and cultural significance of their local environment and the wider community. 

Educational visits play an important role in enriching pupil’s education and help develop their understanding of the world 

around them. They also help pupils develop their social and interaction skills. Visits provide children with the means to 

develop their self-belief and confidence and help them learn how to overcome barriers. Every child irrespective of 

gender, ability, SEND or medical needs, ethnic origin, sex, religion etc. is encouraged to participate in as wide a range 

of activities as possible. 

 

Castleford Park Junior Academy offers children the opportunity to participate in residential visits, full day and 

partial day visits. Each is designed so that pupils enjoy and learn from enriching experiences. Staff are actively 

encouraged to arrange and participate in educational visits developing their own knowledge to ensure they provide 

stimulating and exciting pre-visit and post visit lessons. 

Castleford Park Junior Academy adopts the guidance & procedures issued by Wakefield Council via EVOLVE to ensure 

consideration for the Health, Safety of all those involved and to maintain the educational the educational quality of 

visits and value for money. Further information and national guidance on arrangement of educational visits can be 

found from Outdoor Education Organisers Panel (OEAP)  https://oeapng.info/  

ROLES AND RESPONSIBILITIES 

The Governing Body should: 

• ensure that the school’s policy is in line with the policy and guidance of the employer, ratified through the 

governing body and implemented within the school. 

• ensure that required documentation is retained for ten years after a child has left the school 

• ensure that the visit has specific and stated objectives – what will the impact be? How will the pupils use the 

experiences given? 

• ensure that the headteacher/visit leader show how their plans comply with the employer’s policy and 

guidelines and that the headteacher/visit leader reports back after the visit 

• ensure they are informed of less routine visits well in advance 

• assess proposals for certain types of visits, which should include visits involving an overnight stay, 

adventurous activities or activities in hazardous locations, and ensure these proposals are submitted to the 

LEA if appropriate. 

The Head Teacher should ensure that: 

• an Educational Visits Co-ordinator (EVC) is appointed. In CPJA there are three EVCs Mrs Jody Roberts, Mr 

Liam Booth or the headteacher (all of whom have received training). 

• visits comply with the school’s policy and hence the policy guidelines provided by the employer/LA 

• the visit leader is competent to monitor risks throughout the visit 

• adequate child protection procedures are in place 

• all necessary actions, such as the risk assessment, have been completed and appropriate safety measures are 

in place 

• the visit leader has experience in supervising the age groups going on the visit and will organise the group 

effectively 

https://oeapng.info/


 

 

 

 

• the visit leader, or another teacher, is competent to instruct the activity and is familiar with the 

location/centre where the activity will take place. This should be through making a specific visit or by other 

means e.g. contacting colleagues who have made previous visits, telephone call to provider 

• non- teacher supervisors are appropriate people to supervise children and are DBS checked, or supervised 

throughout 

• the ratio of supervisors to children is appropriate 

• the LA or Governors have approved the visit if appropriate and parents have given consent 

• arrangements have been made for the medical and SEN needs of all pupils 

• travel times out and back are known including pick-up and drop off points 

• they have the address and phone number of the visit’s venue and have a contact name 

• a school contact has been nominated and the visit leader has details 

• the visit leader, group supervisors and nominated school contact have a copy of the agreed emergency 

procedures 

• the visit leader, group supervisors and nominated school contact have the names of all the adults and pupils 

travelling in the group, and the contact details of parents and the teacher’s and other supervisors next of kin 

• there is a contingency plan for any delays including a later return home 

The EVC should: 

• assign competent people to lead or supervise a visit 

• assess the competence of leaders and other adults proposed for the visit 

• assist leaders with risk assessment (EVOLVE) 

• organise the training of leaders on visits 

• organise with the visit leader, induction of leaders and other adults taking pupils on a specific visit 

• ensure DBS checks have been conducted are in place as necessary 

• work with the visit leader to provide parents/carers with full details beforehand  

• organise emergency arrangements and ensure there is an emergency contact 

• keep records of individual visits including reports on accidents and ‘near accidents’ 

• review systems and, on occasion, monitor practice 

The member of staff designated as the EVC should be specifically competent and trained. This training should be 

kept up to date and refreshed every three years.  

The Visit Leader should: 

• have overall responsibility for the supervision and conduct of the visit and should have regard to the health 

and safety of the whole group 

• obtain the Headteacher’s prior agreement before any off-site visit takes place  

• follow L/A and/or governing body guidelines and policies 

• appoint a deputy 

• clearly define each group supervisor’s role and ensure all tasks have been assigned 

• be able to control and lead pupils of the relevant age group 

 

 



 
 

 

 

• be suitably competent to instruct pupils in an activity and make arrangements to be aware of any hazards or 

risks where the activity will take place 

• be aware of Safeguarding issues 

• ensure that adequate first aid provision will be available 

• undertake and complete the planning and preparation of the visit including the briefing of group members and 

parents and any plan B that may be necessary 

• undertake and complete a comprehensive risk assessment (see JR/LB/KL for advice) 

• ensure that teachers and other adults are fully aware of what the proposed visit involves and have seen and 

agree the risk assessments (give them their own copy) 

• ensure that the ratio of supervisors to pupils is appropriate for the needs of the group and comply with the 

employer guidance  

• ensure that the risk assessment references the needs of Individual Pupils and is reviewed for each visit 

• consider stopping the visit/part of visit if the risk to health and safety of pupils is unacceptable and have in 

place procedures for such an eventuality 

• ensure that group supervisors have details of the school contact 

• ensure that supervisors and the school contact have a copy of the emergency procedures 

• ensure that the group’s teachers and other supervisors have the details of any SEND or medical needs which 

will be necessary for them to carry out their task effectively 

School staff should: 

• do their best to ensure the health and safety of everyone in the group and act as any reasonable parent would 

do in the same circumstances 

• follow the instructions of the Visit Leader and help with control and discipline 

• consider stopping the activity and notifying the Visit Leader, if they think the risk to health and safety of the 

pupils in their charge is unacceptable 

Adult volunteers should: 

• do their best to ensure the health and safety of everyone in the group 

• not be left in sole charge of pupils except where it has been previously agreed as part of the risk assessment 

• follow the instructions of the Visit Leader and teacher supervisors and help with control and discipline 

• speak to the Visit Leader or teacher supervisors if concerned about the health and safety of pupils at any 

time during the visit 

Pupils should: 

• not take unnecessary risks 

• follow the instructions of the Visit Leader and other supervisors including those at the venue 

• dress and behave sensibly and responsibly 

• look out for anything that may hurt or threaten themselves or anyone in the group and tell the Visit Leader or 

supervisor about it 

• be aware that any pupils whose behaviour may be considered to be a danger to themselves, others or to the 

group may be stopped from attending. 

Parents should: 



 
 

 

• be able to make an informed decision on whether their child should go on the visit  

• be given sufficient information in writing or briefing sessions to make an informed decision about whether 

their child should go 

• be told how they can help to prepare their child for the visit  

• reinforcing the visit’s code of conduct 

• agree the arrangements for sending a child home early and who will meet the cost 

• provide the Visit Leader with emergency contact details 

• sign all consent forms 

• give the Visit Leader information about their child’s emotional, psychological and physical health which may be 

relevant to the visit 

PLANNING VISITS 

Types of visits (follow LA guidelines) 

The Visit Leader must check if a license is required for adventurous activities offered by commercial companies, and 

if so check that the license is in place (AALA website). Before booking a visit, the Visit Leader should obtain written 

or documentary assurance that providers such as tour operators have themselves assessed the risks and have 

appropriate safety measures in place (See LA form EV VN2 – if this for bus company can be done in September and 

lasts for the whole year) 

Planning (follow L/A guidelines) 

Formal planning must take place before any and all visits. The dangers and difficulties which may arise must be 

considered and plans made to reduce them. This should be recorded on the risk assessment (Evolve system). 

The Visit Leader should: 

• ensure that the venue is suitable to meet the aims and objectives of the school visit 

• obtain names and addresses of other schools who have used the venue (if applicable) 

• obtain advice from the venue manager 

• assess potential areas and levels of risk 

• ensure that the venue can cater for the needs of the staff and pupils in the group 

• become familiar with the area before taking a group of young people there (pre-visits are a must even if 

school has been taking pupils to a venue for years – things change!) 

Risk Assessments  

Visit leader should read the LA guidance document EVGD3 (Guidance on the use of Generic Risk Assessment) - (all 

staff trained in use of EVOLVE) 

Risk assessment should be carried out by the Visit Leader and one other, should be completed well before the visit 

and should be approved by the Headteacher and EVC. 

Pupils must not be placed in situations which expose them to an unacceptable level of risk.  

Safety must always be the prime consideration. If the risks cannot be contained, then the visit cannot take place.  

The person carrying out the risk assessment should record it and give copies to all teacher/supervising adults on the 

visit, with details of the measures they should take to avoid or reduce risks. 

A copy must be sent via EVOLVE to the Headteacher/EVC so that approval can be given with a clear understanding 

that effective planning has taken place. 



 
 

 

 

The Visit Leader and other supervisors should monitor the risks throughout the visit and take appropriate action as 

necessary. Generic risk assessments should be reviewed annually. 

On-going Risk Assessment 

Visit Leaders and all supervising adults have responsibilities for carrying out ongoing risk assessments throughout the 

visit. They must recognize their responsibilities to intervene, raise concerns or stop activities at any stage, if they 

have concerns over safety standards of colleagues or providers, or if circumstances change. Examples might be: 

• Group tiredness 

• Illness 

• Change in weather 

• Potential threats to participants from other groups or the public 

Visit Leaders must not sanction activities that are not in keeping with the plan to which initial authority was given; e.g. 

pupils undertaking activities within the “None of the above” category (See EV VN1) and must not participate in 

hazardous activities, which fall into one or more of the other four categories. 

  

Factors to be considered when assessing risks: 

• the type of visit/activity and the level at which it is being undertaken 

• the location, routes and modes of transport 

• the competence, experience and qualifications of supervisory staff 

• the ratios of teacher and supervisory staff to pupils 

• the group member’s age, competence, medical fitness and temperament and suitability of the activity 

• the SEND and medical needs of pupils 

• the quality and suitability of available equipment 

• Seasonal conditions, weather and timings 

• emergency procedures 

• how to cope when a pupil becomes unable or unwilling to continue 

• the need to monitor the risks throughout the visit. 

NOTE: This list is not exhaustive 

 

Educational visits are governed by Criminal and Civil Law and the following acts of parliament and regulations are 

relevant to the management of outdoor learning, off-site visits and learning outside the classroom. Some documents in 

this guidance are based upon them or refer to them. They all apply in both England and Wales unless otherwise 

stated. 

• Health and Safety at Work etc. Act (1974) 

• Unfair Contract Terms Act (1977) 

• Limitation Act (1980) 

• Health & Safety (First Aid) Regulations (1981) 

• Transport Act (2000) 

• Children’s Act (2004) 



 
 

 

 

• Package Travel, Package Holidays and Package Tours Regulations (1992) 

• Education Act (2011) 

• School Standards and Framework Act (1998) 

• Management of Health and Safety at Work Regulations (1999) 

• Activity Centres (Young Person’s Safety) Act (1995) 

• Care Standards Act (2000) 

• Education Act (2002) 

• Vulnerable Groups Act (2006) 

• Childcare Act (2006) (England only) 

• Motor Vehicles (Wearing of Seat Belts) (Amendment) Regulations 2006 

• Corporate Manslaughter and Corporate Homicide Act (2007) 

• Local Transport Act (2008) 

• Equality Act (2010) 

• Protection of Freedoms Act (2012) 

• Reporting of Injuries, Diseases, and Dangerous Occurrences Regulations (2013) 

• Children and Families Act (2014) 

• General Data Protection Regulation (2016) 

• Children and Social Work Act (2017) (England only) 

• Childcare (Disqualification) Regulations (2018) 

• Data Protection Act (2018) 

• Keeping Children Safe in Education (2019). 

FINANCES 

Financial planning 

The Visit Leader should ensure that parents/carers have early written information about the costs of the visit, how 

much will come from school funds, and how much each parent/carer will be charged or asked to contribute. 

Parents/carers should be given enough time to prepare financially for the visit. Any surplus funds left after the visit 

will be used to purchase resources to support the visit and for the work afterwards back in school or divided equally 

between the number of children and returned to parents/carers. It is at the school’s discretion whether any families 

in particular need will be subsidised from the school’s budget.  

Charging for visits 

Parents should be made aware that any visit that occurs during school hours cannot be charged for and that a 

voluntary contribution is not compulsory. Children of parents who do not contribute will not be discriminated against. 

It is not permissible to ask parents to contribute more than the minimum amount in order to subsidise those pupils  

whose parents have not contributed. A visit may have to be cancelled if there are not enough voluntary contributions 

and the shortfall cannot be made up. Parents can be charged for board and lodgings on residential visits as well as the 

full costs when a visit is deemed to be an “optional extra” 

 

 

 



 
 

FIRST AID 

Before undertaking any off-site visits the Visit Leader should assess what level of first aid might be needed. 

On any kind of visit there must be at least one adult who is qualified in emergency first aid and ensure that an 

adequate first-aid box is taken. 

TRANSPORT (follow LA guidelines) 

The Visit Leader must ensure that the transport provider has adequately completed and returned the health and 

safety compliance check. (EV VN2 must be completed). The school may ask parents to help to transport children in 

cars. This should only be done with the express permission of the parents/carers. The person transporting must be 

asked to declare that their car has valid MOT and insurance. Staff may help to transport children in cars. This should 

only be done with express permission of the parents/carers. The person transporting must be asked to declare that 

their car has valid MOT and insurance. 

 

SUPERVISION (follow LA guidelines) 

It is important to have a high enough rate of competent adult supervision to pupils for all visits. Suitable ratios are a 

matter of judgement for the Head Teacher and EVC after consultation with the Visit Leader and as part of the risk 

assessment. There is no law that lays down appropriate staff:pupil ratio on educational visits. It is not possible to give 

precise ratios for all situations; however, general principles should assist Visit Leaders to arrive at sensible and 

practical solutions. 

Ratios will depend upon: 

• Sex, age and ability of group 

• Pupils with SEND or medical needs 

• Nature of activities 

• Experience of adults in off-site supervision 

• Duration and nature of journey 

• Type of any accommodation 

• Competence of staff, both general and on specific activities 

• Requirements of the organization/location to be visited 

• Competence and behaviour of pupils 

• First aid cover 

Dfe’s guidelines provide benchmark guidance on ratios for day visits and residential visits as follows: 

 

Day visits 

Recommended adult/pupil ratios for normal day visits are: 

School years 4-6: 1 teacher or adult for every 10-15 pupils  

Residential visits 

A minimum of 2 teachers or adults 

1 teacher or adult for every 10 pupils 

Mixed gender groups should have at least one male and one female teacher. 

 

 

 



 
 

 

Although the above ratios are for guidance, any group wishing to work below these ratios would have to carefully 

justify this to the Head, EVC, governors and possibly the LA via risk assessment. Responsible adults would preferably 

be employed by the school but may also be carefully selected parents/carers. There should be enough supervisors to 

cope effectively with an emergency. When visits are to remote areas or involve potentially hazardous activities, the 

risks may be greater and supervision levels should be set accordingly. Inexperienced members of staff should shadow 

a more experienced staff member on a visit before undertaking leading a visit themselves. 

 

Parents/Volunteers 

Such people should be carefully selected and ideally should be well-known to the school and the pupils. Anyone who has 

not had a criminal conviction check should not be left in sole charge of pupils. The suitability of parent volunteers should 

be assessed by the Visit Leader. Where there is any doubt about suitability, further investigations should be made and 

if any doubt remains the adult should not be allowed to supervise the visit. 

Headcounts 

Regular head counting of pupils should take place on all visits, particularly before leaving any venue and before any 

means of transport is allowed to depart. All supervisors should carry a list of pupils and adults involved in the visit at 

all times. The Visit Leader should organise rendezvous points and tell pupils what to do if they become separated  

from the group. 

 

EQUAL OPPORTUNITIES 

Every effort will be made to ensure that school journeys and activities are available and accessible to all who wish to 

participate, irrespective of SEND or medical needs, ethnic origin, sex, religion etc. All pupils should be encouraged to 

participate in as wide a range of activities as possible. 

 

PUPILS WITH SPECIAL EDUCATIONAL NEEDS 

If a visit is to cater for pupils with special needs, a suitable venue will be selected. Slight modifications to the activities 

or length of stay may be necessary. 

 

PUPILS AND ADULTS WITH MEDICAL NEEDS 

All staff supervising visits should be aware of pupil’s medical needs and any medical emergency procedures. 

Medical information should be collated for all children and adults. If a pupil’s safety/needs cannot be guaranteed, it 

may be appropriate to ask the parent/carer or a support assistant to accompany that pupil. 

 

COMMUNICATING WITH PARENTS/CARERS (follow LA guidelines) 

Parents will be informed of all off-site visits unless it is a regular part of the school curriculum and is included in the 

school prospectus or a letter. The Visit Leader must ensure that parents/carers are provided with information 

regarding visits prior to them taking place. The amount of information and style of provision will depend upon the type 

of visit planned. For high risk categories parents/carers must be given the opportunity to ask questions, see 

slides/videos and meet the staff who will be attending. The Visit Leader will nominate a member of staff to record any 

questions asked by parents and also the responses given. A register of parents/carers who attend the pre-visit meetings 

must be kept. Parents/carers must be asked to complete a parental consent form. 

 

 

 

 



 
 

 

Walks in the local environment 

At the beginning of every school year, parents/carers are asked for permission for pupils to be taken out for walks in 

the local vicinity. This will include instances such as walking to church, investigating Roman Castleford, identifying plant 

life etc. 

 

INSURANCE (follow LA guidelines) 

The Visit Leader must ensure that adequate insurance arrangements are in place and that they have ascertained the 

details of the insurance held by the tour operator or activity centre. Arrangements need to be in place to cater for any 

cancellations for whatever reason. 

 

COMPLETING THE FORMS 

EV_VN1 (Visit Notification Form) 

The Visit Leader should complete this form as soon as possible once the preparations are complete, 

Visits in the local vicinity to the same venue can be completed fully in the first instance and then reviewed for  

any subsequent visit. The Visit Leader should have already received approval of the proposed visit in principle and should 

have regularly updated the headteacher/EVC on the progress of the preparations. The Visit Leader should obtain 

parental consent using the appropriate form if necessary. When approval is given, one copy should be retained 

by the headteacher/EVC and another by the Visit Leader. The headteacher/EVC should be informed  

of any subsequent changes in planning, organization, staffing. If required, the headteacher/EVC should seek approval 

from the school governors or LA. If approval is required from the LA then the EV_VN1 should be submitted via EVOLVE 

a minimum of 4 weeks prior to the departure date along with all risk assessments and other supporting documentation 

as appropriate. 

 

EV_VN2 (Provider Assurance Form) 

This form should be used to seek assurance from external providers that they have appropriate working practices and 

safe systems of work in place. This form can be used with any type of visit where the safety of pupils becomes partly 

the responsibility of an external provider and what the provider is doing could be a significant risk if not done properly. 

If more than one company or external provider is involved, there will more than one EV_VN2 form. E.g if you book a 

trip to an adventure centre and book a coach company to provide transportation, each will need to submit a form.  

 

If you book a trip including transport, through a travel agent, they will be responsible for providing the EV_VN2. If 

the provider has been used before in the previous twelve months, then there should be an existing EV-VN2 that can be 

used. It would be useful for this to be submitted for travel companies in September so that it is available throughout 

the school year. 

 

Risk Assessment 

Use generic risk assessment provided by school but be aware it is not a finished product. Visit Leaders must amend this 

to make it applicable to their visit. Risk assessments must be completed before any pupils leave the school premises, 

including in the local vicinity. Visit leaders should: 

Read Guidance document EV GD3 and follow advice 

Complete checklist for modifying a generic risk assessment from EV GD3 and submit to headteacher/EVC with all 

completed documentation. 

 

 

 



 
 

Documentation to be completed for visits in the local vicinity 

Prior to the visit (share with headteacher/EVC) 

• EVVN1 for approval. Generic ones are available on EVOLVE which require the schedule, staff and students 

information appending. 

• Completed risk assessments 

• Checklist for modifying a generic risk assessment 

• Needs of individual pupils (completed at beginning of each year and  

reviewed prior to each visit 

Itinerary (if information not on EV VN1) 

            List of all pupils and adults attending the visit (pupil list can be obtained from office) 

Completed with the head teacher/EVC prior to the visit 

FORM EV CL1 (checklist) 

After the visit 

• Evaluation 

• Accident Forms (if any) 

Documentation to be completed for Non-Local Vicinity Visits 

Prior to the visit (share with headteacher/EVC) 

• EV VN1 Application for Approval  

• Completed Risk Assessment 

• Checklist for modifying a generic risk assessment 

• Needs of individual pupils (completed at beginning of each year and reviewed prior to each visit 

• Itinerary (if information not on EV VN1) 

• List of all pupils and adults attending the visit (pupil list can be obtained from office) 

• Transport Health and Safety Compliance Check (if appropriate) 

• Pupil Consent/Medical form (other than visits within the local vicinity) 

• Adult Contact/Medical Role  on Visit form (other than visits within the local vicinity) 

• Form 7 (if appropriate) 

 

Completed with the headteacher/EVC prior to the visit 

FORM EV CL1 (checklist) 

After the visit 

• Evaluation 

• Accident Forms (if any) 

 

Records to be kept by school 

Legislation requires that school keeps the following records for 20 years after a pupil has left school: 

• List of staff and children on visits (including in local vicinity) 

• Risk assessments 

• Itinerary 

• Evaluations 

• Accident forms (if any) 

• Consent/Medical forms (if an accident occurred) 

• Form 7 (if an accident occurred) 

• External provider verification 

• Permission slips  

 



 
Monitoring and Review 

Reviewed by K. Law Jan 2020 

 

 

Signed                  Date: Jan 2020 

Miss K. Law Headteacher 

  

Signed    Date:  Jan 2020 

Mrs J Roberts Deputy Headteacher  

 

Signed         Date:  Jan 2020 

Mr J Dossey Chair of Governors 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

 

 

Appendix 1- WAGOLL in red 

Activity Risk assessment for: Local visit from CPJA 

Hazards: • Road traffic accidents 

• Slips/trips/falls/sprains 

• Group leader incapacitated 

• Objects falling from height 

• Equipment failure 

• Cold related conditions (hypothermia, frostbite) 

• Heat related conditions (sunburn, dehydration, heat exhaustion) 

• Other adverse weather conditions (lightening, gusts of wind) 

• Getting lost/separated from group 

• Unplanned/inappropriate entry to water 

• Burns/fire/smoke 

• Diseases, illnesses, stings, bites 

• Adverse contact with animals/plants (bites, stings) 

• Inappropriate contact with strangers 

• Manual handling issues  - WILL NEED TO BE ON ALL RISK ASSESSMENTS 
IF CHILDREN/STAFF ARE CARRYING ANYTHING 

• TIREDNESS IMPORTANT TO INCLUDE – ARE THERE ENOUGH STAFF TO 
DEAL WITH THIS? 

Control Measures 

• Appropriate and approved leadership, briefing, supervision ratio and first aid provision 

• Participant list, relevant information, headcounts 

• Ability, qualification and previous experience of staff 

• Availability of prepared Plan B 

• All equipment checked and fit for purpose 

• Seasonal issues/daylight considered 

• Weather forecast/underfoot conditions considered 

• Relevant local knowledge 

• Arrangements for pupils with special needs, medical needs, or requiring particular 
attention 

• Staff to pupil ratio, headcounts, defined supervision 

• Communication between staff and back at school 

• Appropriate personal protective equipment 

• Emergency procedures in place 

• Fire Safety procedures in place 

• Appropriate rest for re-hydration/food/shade/shelter/application of suncream 
 

 

Notes: 

-each excursion must be risk-assessed on an individual basis – not relying on last year’s details 



 
-Young people involved in the risk assessment process and in the safety precautions to be 

followed 

 

 

Appendix 2 – checklist when organising a visit 

Extra steps for residential/slightly different timescales 

Action Completed Date  

Teacher approval is sought from the Governing Body, or Headteacher with clear 

indications of cost of visit (including admission and travel) – assisted by the 

School Business Manager. Have you considered time of year and whether the 

provider is suitable/has suitable licensing? 

Need AACA license number for any residential centre you wish to use 

Two months before the visit (At least 6 months in advance for residential) 

  

Detailed planning completed by visit leader and all risk assessments completed 

and uploaded to Evolve. Formal approval sought from EVC/HT. 

Exploratory visit to check main hazards important before risk assessment. 

Have you gained LA approval for residential/adventurous activity/demanding 

environments? LA approval needs to be sought at least 6 weeks before the visit 

date 

Driver suitability? Insurance? Adequate stops planned along the route? 

Rooms and groups organised. Individual risk assessments for pupils and adequate 

ratio for supervision as a result. 

1.5 months before the visit 

  

Preparation phase – booking of coaches(via school office), accommodation, 

catering, supervision, staffing ratios, roles and responsibilities, provider 

assurance, risk management, emergency procedure and support 

Letter sent out to parents requesting payment, detailing cost and appropriate 

clothes needed- parents must be very clear what they are consenting to 

Updated medical information requested, collected and collated 

Pre-visit meeting arranged for parents if overnight residential – written consent 

from all parents, understanding of what will happen if their child misbehaves 

  



 
Kitchen alerted so that they know how many meals more/less they are making 

At least a month before for residential and FSM attending counted. Kitchen 

notified. 

Individual risk assessments for specific pupils undertaken 

Delivery 

Staff briefing including risk assessments, itinerary, equipment needed, 

responsibilities whilst away a week before the trip 

Risk assessment read and signed by all volunteers 

At least one member of staff first aid trained with appropriate equipment 

Inhalers/medicine/epi-pens collected and stored to take on trip 

Sick buckets, wet wipes, water bottles, bin bags packed to take 

Do all pupils/adults involved know what to expect? Do they need a briefing? 

How will everyone be organised to leave the classroom/board the 

transport/return to school? 

Is the school critical incident policy with you and do you know how to action it? 

  

Review – essential for corporate responsibility 

- Did everything go to plan? 

- What needs to be taken into consideration before the trip is run again? 

  

 

 

Appendix 3 – Questions for Visit Leaders to consider: 

 

The Way Ahead…. 

- What is your plan…how will it work? Does your deputy leader understand the plan? 

- Do the staff understand their roles and practical responsibilities? 

- Do they young people understand what is going to happen? Are they prepared? 

Going out and coming back… 

- What should staff and pupils wear and bring? 

- How will you organise everyone to leave the classroom? Aboard the transport?  

- What will you check immediately before you leave? 

- How will you organise the return to school? 

- When will you headcount and will you expect this of your group leaders? Have you communicated this to them? 

Arriving and doing… 

- How will you organise getting off the transport and staying safe and all accounted for? 

- How will activity start? Who is managing it? 

- What do you expect to be doing? What will other staff be doing during the activity? 



 
- If there is a problem, who will deal with it? How will all group leaders contact you? 

- Illness/injury – treatment? Where? Who will stay? 

Residential Issues… 

- Catering? Special diets? Students eating enough? 

- Accommodation – bunks? Evac drill? Emergency exits clear? 

- Security – intruders? Valuables? 

- Overnight – enough sleep? Homesick/lonely? 

- Hygiene –students managing personal issues effectively 

- Medication –storage, administration, records? 

- GP and casualty department – where? 

- Personal phones/IPADS/cameras – signal? 

- Undeclared staff issues… 

Risk management and risk assessment… 

- Law: required to risk assess all activity at work 

- Law: requires us to record any hazards you consider ‘significant’ 

- Managing the risk: Suitable, sufficient, practicable 

- Watch out for changes during the visit and respond appropriately to manage the risk 

- Gut feeling…would I let my child do this? 

HSE 5 steps to risk assessment: 

1) Look for hazards 

2) Decide who might be harmed and how 

3) Evaluate the risks and decide if the existing precautions are adequate 

4) Record significant findings 

5) Review findings and revise if necessary 

 

 


